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a time and enhance 
your computing. 

By M. David Stone 



1 


Online 




www.pcmag.com . 


MORE 


: ON THE WEB 


► Tell us about your favorite shortcuts 
at Solutions online. 



I 



f you're a Microsoft Office user who touch-types, you might prefer 
the keyboard to the mouse for entering commands. Odds are, though, 
that you wind up using the mouse, because Windows and Office 



keyboard shortcuts are difficult to remember, 
and trying to find them is a little like searching 
for the hidden goodies in an adventure program. 
Once found, though, shortcuts can prove invalu- 
able time-savers. 

This is not a list of every shortcut in Win- 
dows and Office. We've concentrated on those 
we've found most helpful. We won't delve into 
the shortcuts you probably know already, such 
as those that copy (Ctrl-C), cut (Ctrl-X), or 
paste (Ctrl-V) objects. 

Don't try to learn all these key combinations 
at once. Pick a few that fit the way you work and 
use them for a while until they're automatic, 
then try a few more. To help you remember, 
we've added mnemonics where we could, along 
with notes where appropriate. All these short- 
cuts work in Windows 95, 98, Me, NT 4.0, and 
2000, except where noted. Some require a key- 
board with a Windows key (the key with a fly- 
ing Windows icon on it). Windows-key short- 
cuts are among the most useful— and most 
overlooked. 

MOVING AROUND WINDOWS 
AND THE DESKTOP 

Shortcuts that let you move from one window 
to another easily, get to the Windows desktop, 
or move around the desktop can speed you up 
considerably. 

• Switch among applications: Windows-Tab or 
Alt-Tab. 

The Windows-Tab combination cycles 
through the taskbar buttons. When the program 
you want is selected, hit Enter to switch to that 
window. If more than one program is running, 
Alt-Tab brings up the task-switching window. 



Immediately releasing the keys switches you to 
the previous application. To jump to one of the 
other running programs instead, release Tab, 
but keep Alt held down. Each succeeding press 
of Tab moves the program selection box to the 
next application. Releasing the Alt key switch- 
es you to the selected program. If only two 
applications are running, Alt-tab toggles be- 
tween them. 

• Open the Start menu: Ctrl-Esc or Windows. 

Either shortcut will open the Start menu. Use 
the Up and Down Arrow keys to move through 
the menu, and the Enter key to choose an item. 
The two shortcuts vary slightly depending on 
your version of Windows. Ctrl-Esc, Esc leaves 
the Start button selected but not pressed. In 
Windows 95, 98, and NT 4.0 (but not Windows 
2000 and Me), Windows, Esc will return you to 
the window or desktop selection you were 
working with previously. 

• Go to the Quick Launch toolbar and launch a 
program: Ctrl-Esc, Esc, Tab, select with Arrow 
keys, Enter. 

• Minimize all open Windows and reveal the desk- 
top: Windows-M or Windows-D. 

Mnemonics: This one's easy to remember; M 
for Minimize all and D for desktop. Note that 
Windows-D doesn't work under Windows 95, 
but Windows-M does. 

• Restore all Windows you previously minimized 
with Windows-M or Windows-D: Shift-Windows- 
M or repeat Windows-D. 

• Move within the Windows Desktop and select 

items: Tab, Arrow, Enter. 

Once at the desktop, use the Tab key to cycle 
through the Start button. Quick Launch toolbar, 
other toolbars, taskbar button area, and icons on 
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the desktop (and those in the system tray in 
Windows 2000). Use the Arrow keys to move 
around within any of these areas of the desktop 
or taskbar. Use the Enter key to select items. 
You must, for example, select the Start button 
to open the Start menu. 

WINDOWS HOUSEKEEPING CHORES 

These shortcuts can help you with day-to-day 
housekeeping in Windows. 

• Open the Run dialog box: Windows-R. 

Mnemonic: The Windows Run dialog. 

• Start Windows Explorer: Windows-E. 
Mnemonic: Windows Explorer. 

• Find a File (from the Windows desktop): Win- 
dows-F or F3. 

Mnemonic: Windows Find file dialog box. 

• Open the System Properties dialog box: Win- 
dows-Break. 

Mnemonic: Windows is broken; check the 
system properties. 

• Rename the selected object: F2. 
Mnemonic: This is the same command Excel 

uses for editing the currently selected cell. This 
command and the next one work within pro- 
grams, too. For example, you can use these com- 
mands when working in the File | Open dialog 
box in Word or Excel. Note that after you select 
text in Word, F2 begins the operation of moving 
the current selection. You then move the inser- 
tion cursor to the desired location and hit Enter. 

• Delete selected objects without sending them 
to the Recycle Bin: Shift-Delete. 

Mnemonic: A slightly shifted version of 
what happens when you hit Delete, which 
sends the objects to the Recycle Bin. Be careful 
with this command. Under some conditions, it 
will delete a file without asking for confirma- 
tion first. 

• Bypass the CD-ROM AutoRun feature: Hold 
down the Shift key while you insert the disk. 

This is an invaluable tool when you have to 
remove a disk during installation (to read the 
CD key, for example), then reinsert the disk. 

• View the Properties dialog for a selected object: 
Alt-Enter. 

This works for such disparate objects as 
icons on the desktop, printers, hard drives, and 
the taskbar. 
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WINDOWS-WIDE SHORTCUTS 

The shortcuts in this category work not only 
in Windows itself, but also in most Win- 
dows applications. Some of these short- 
cuts relate to the windows of a particular 
application. Others relate to features 
you'll find in almost any Windows 
program, such as drop-down list boxes. 

• Restore, Move, Size, Minimize, Maximize, 
or Close the main window of the currently 
selected program: Alt-Spacebar, letter key 
(from those underlined above), or Alt- 
Spacebar, Arrow, Enter. 

Alt-Spacebar opens the System menu, 
which will appear on-screen even if the 
application window is mostly off-screen. 
You can move the window back to a 
workable position using the Arrow keys 
and then hit Enter to set it down. 

• Restore, Move, Size, Minimize, Maximize, or 
Close the currently selected window within a pro- 
gram: Alt-hyphen, letter key, or Alt-hyphen, 
Arrow, Enter. 

• Open a context menu: Shift-FlO, letter key, or 
Shift-FlO, Arrow, Enter. 

This is particularly useful in a program like 
Word when, for example, you want to call up 
the editing context menu but don't want to take 
your fingers from the keys to right-click. 

• Open a drop-down list box: Alt-Down Arrow. 

Mnemonic: Down box, Down Arrow. This is 
especially helpful when you're filling in database 
forms (in Microsoft Access, for example). It's also 
useful when working in a dialog box. 

• Cycle through the tabs in a dialog box: Ctrl-Tab 
and Ctrl-Shift-Tab. 
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Terminate Crashed 
Programs Quickly 

When a program hangs, you 
terminate it by pressing Ctrl-Alt- 
Del, selecting the application in 
the Close Program box, and 
clicking the End Task button. 
The problem is, Windows can 
take a long time to acknowledge 
that the program is not respond- 
ing. There's a Registry modifica- 
tion you can use to speed up 
the process. 

Run REGEDIT and go to HKEY_ 
CURRENT_USER\Control Panel \ 
desktop. Right-click in the right- 
hand pane, choose New | String 
value, and name the value Hung- 
AppTlmeout. Double-click on the 
new value, and set its data to 
1000 (the default setting is 5,000 
milliseconds). 

If a program hangs when you 
shut down, Windows can take 
even longer to decide that 
there's a problem and prompt 
you to end the task. Create an- 
other string value named 
Wa1tToK1l lAppTlmeout and set 
its value to 1000 (the default 
setting is 20,000 milliseconds). 
Try different values to see what 
works best. 

ADRIAN PANG 
Richmond, BC, Canada 

Naturally, if the two values men- 
tioned here already exist, you'll 
modify them, not create them. 
Absolutely do not set these values 
lower than 1,000 milliseconds. We 
suggest that you start with values 
that are half the defaults (2500 for 
HungAppTlmeout and 10000 for 
Ha1tToK1llAppT1meout). 

When Windows asks what to do 
about a hung application at shut- 
down, most of us just click End Task. 
If you want to automate that 
process, create one more string 
value within the Registry key men- 
tioned above. Name it AutoEnd- 
Ta s ks , and set its data to 1 . Now 
Windows will automatically termi- 
nate a hung program detected at 
shutdown. 

For more information on these 
settings, see the Microsoft TechNet 
article at www.microsoft.net/ 
technet/win2000/systeman.asp. 
—Neil J. Rubenking 



Mnemonic: Control your way from tab to tab. 
Ctrl-Tab goes from left to right, Ctrl-Shift-Tab 
moves from right to left 

• Switch from window to window within the same 
program: Alt-F6. 

This won't work with all windows. It will, for 
example, toggle between a Find window and a 
document window in Microsoft Word, but it 
won't toggle between one document window 
and another. The command in Word for cycling 
through the open document windows is Ctrl-F6. 

• Basic font formatting for bold, underline, italic: 
Ctrl-B, Ctrl-U, Ctrl-I. 

You probably know these work in the Office 
programs you use, but try them in other pro- 
grams as well; they may work. 

• Undo: Ctrl-Z. 

Mnemonic: Zap that. Again, this works 
throughout Windows, if not in every program. 

MICROSOFT WORD SHORTCUTS 

Word offers over 300 shortcuts as shipped, not 
including the menu shortcuts. This adds up to 
more shortcuts than any reasonable person 
would be willing to memorize. There are a few, 
however, that we've found are worth the effort. 

• Expand an autotext entry: F3. 

If you use autotext very often, you'll get the 
hang of this one. Simply type the abbreviation 
(such as your initials for your address) and hit 
F3 to replace the abbreviation with the fill entry. 

• Change the case of letters: Shift- F3. 

The effect of this shortcut depends on the se- 
lected text. The basic behavior cycles through all 
caps, all lowercase, and title capitalization (the 
first letter of each word capitalized). If the selec- 
tion includes a sentence break, the shortcut cy- 
cles through all caps, all lowercase, and capital- 
ization of the first word in each sentence. 

• Check spelling: F7. 

F7 by itself performs a spell-check on the en- 
tire document. If you select a word or section 
first, however, F7 checks the spelling of only 
that word or selection. If you have the Check 
Spelling As You Type feature turned on, this 
shortcut probably won't interest you. If you find 
that feature distracting and keep it off, you 
might find this shortcut quite useful. 

• Check the thesaurus: Shift-F7. 

Mnemonic: There's not really a good mne- 
monic, but remembering that the F7 key is asso- 
ciated with both spelling and thesaurus com- 
mands might help. Shift-F7 checks the thesaurus 
for the word the cursor is on or just past. 

• Update fields: F9. 

Mnemonic: Again, there's not really a good 
mnemonic. All shortcuts dealing with fields use 
the F9 function key, though. Remember that 
much and you can, at the very least, experiment 
with various keystroke combinations. F9 by it- 
self updates the selected fields, if any, or just the 
field the cursor is in. 



• Switch between the field code and field result 
for selected fields: Shift-F9. 

Mnemonic: Shift between selected field 
codes and field results. 

• Switch between showing all field codes and 
their results: Alt-F9. 

Mnemonic: Show all (Alt) codes or results. 

• Insert field markers: Ctrl-F9. 

Mnemonic: Control what goes into the field. If 
you know the field codes you need to enter, use 
Ctrl-F9 to insert both open and close markers for 
the field quickly, then type your codes between 
them. Hit F9 to calculate the field result. 

• Unlink a field: Shift-Ctrl-F9. 

Mnemonic: Shift control from the field to the 
field result. This converts a calculated field result 
into permanent text or a permanent graphic. 

• Insert Date field: Alt-Shift-D. 

Mnemonic: Date. To insert the date as text, 
type Alt-Shift-D, Backspace, Ctrl-Shift-F9. 

• Insert Time field: Alt-Shift-T. 

Mnemonic: Time. Again, to make the insertion 
as text, follow the shortcut with Ctrl-Shift-F9. 

• Move to the Style drop-down box to pick a style: 
Ctrl-Shift-S. 

Mnemonic: Take Control to shift the Style. 
Once you get to the Style text box, you can open 
the drop-down list with Alt-Down Arrow. 

• Format characters as superscript: Ctrl-+. 

• Format characters as subscript: Ctrl-- (equal 
sign). 

Mnemonic: Superscript is +. Subscript is the 
unshifted form of +. 

• Return font to the default format for the style: 

Ctrl-Spacebar. 

If you depend on styles for formatting, this is 
one of the most important shortcuts to learn — 
particularly if you collaborate with others who 
may not be familiar with styles. 

• Toggle between showing and hiding nonprinting 
characters: Ctrl-Shift-* (asterisk). 

This is equivalent to clicking on the 
Show/Hide icon in the standard toolbar. 

• Move the paragraph up: Alt-Shift-Up Arrow. 

• Move the paragraph down: Alt-Shift-Down 
Arrow. 

This moves the paragraph containing the cur- 
sor or selection one paragraph marker at a time. 

• Cycle the selected paragraph through all formats 
in the Style list: Alt-Shift-Right (or Left) Arrow. 

MICROSOFT ACCESS AND EXCEL SHORTCUTS 

Here are two handy shortcuts that work for both 
Access and Excel. See the sidebar for more. 

• Enter time: Ctrl-: (colon). 

• Enter date: Ctrl-; (semicolon). 

Mnemonic: You separate hours and minutes 
with a colon, so use a colon for time. The date 
shortcut is the unshifted colon key. 



M. David Stone is a contributing editor of PC 
Magazine. 
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